

Procedure 2-36a

CHILD & FAMILY DEVELOPMENT PROGRAMS
Community Action Team

Chronological Checklist for PBIS Implementation
The following actions and guidance for PBIS support is listed from top to bottom of the grid and starts with how supports are started and increase as the need for more intensive supports increase and the role of the PBIS Support Team involvement to give an overview of the steps involved in implementing services. Not all individualizing of services will be the same for each child and family, but will be guided by individualizing for each center, class, team, child and family.  In some cases, based on parent request or extreme need, strategies may start at a more intensive level.  Implementation across support areas may happen simultaneously.    
	Action
	Purpose/Guidance 
	Item
	Timeline

	All Center Supports
	
	
	

	PBIS Handbooks for enrolled families are prepared by CFDP’s Office Manager and are ordered by CM’s and distributed to the centers for each family.  PBIS Handbook is posted on the CFDP’s website for additional copies.
	To inform families of the PBIS system; to further discussion of program-wide implementation; to strengthen  the school/home connection and importance of teaching positive rules in both settings
	PBIS
Hand
Book (Form 
2-49)
	Before start up

	Business card are prepared by CFDP’s Office Manager and are ordered by MHC and distributed to the center for MHC
	To inform staff and families about MHC contact information
	Business Cards
	Before start up

	Upon hire of new MHC and Head Start staff, a plan is developed with supervisor to complete Modules 1,2,3a and 3b of PBIS Modules from CSEFEL web site and Second Step curriculum web training
	To give MHC and Head Start staff a basic understanding of the PBIS philosophy and strategies for building a collaborative relationship in order to work as knowledgeable team members. 
	CSEFEL website
PBIS Modules
1, 2, 3a, 3b
Second Step curriculum
Web training
	PBIS Mod 1,2 and Second Step training completed120 days from start up, of 1st year and  
PBIS Mod 3a & 3b  completed 120 days after Mod 1 and 2 the 1st year of hire

	MHC attends, Meet and Greet or Orientation (as many as possible in each county), or greets parents and provides introduction during pick up or drop off of children 
	To meet all staff and parents and begin relationship building as soon as possible 
	
	At start up and before first MH classroom observation

	All families receive Guidance Policy and Suspension and Exclusion Policy and PBIS Handbook   
	To Inform families and have discussions about program-wide Guidance and Exclusion Policies
	Guidance Policy 2-27a, Exclusion Policy 2-50 PBIS Handbook (2-49) 
	At start up  

	Mental Health Introduction Letter is given to all families informing them of MHC Services


	Inform families about mental health services so parents see MHC as part of the team and  start building the relationship between families and MHC
	MH Intro. Letter 6-10
	At start up or before first MHC classroom observation and as needed



	Action
	Purpose/Guidance 
	Item
	Timeline

	MHC/HS staff complete MH Debriefing Form when doing a general classroom observation. Teaching staff and MHC may use MH Consultation Debriefing for Planning General Classroom Strategies and Individual Child Planning instead to problem solve classroom/general concerns and individual child strategies they want to follow up and monitoring over time.
	To observe staff/staff; child/child; staff/child interactions; environment; follow up, and monitoring
	6-11 and/or 

6-11a
	After every observation

	Teachers and MHC complete Form 2-31a Behavior Tracking or  2-31b Classroom Behavior Tracking for children exhibiting challenging behavior and share with each other at site visits
	To gather data on children’s behaviors regarding frequency, duration, and areas of the classroom where challenging behavior occurs.  Use data to complete Social and Emotional Classroom Profile Form 2-43 and to make changes where indicated 
	Behavior Tracking 

2-31a or Classroom Behavior Tracking 

2-31b 
	At Start of SY as CB is identified and used to monitor support plans

	Teachers complete 2-20 Preschool Behavior Support Self-Assessment (PBSSA) 
	To identify areas of strength/areas to change in classroom and plan for improvement (PBSSA). Send copy to CM, AS, MHC, ED/Disability Specialist 
	Preschool Behavior Support Self-Assessment

2-20
	Completed before children begin

	Teachers complete Social Emotional Classroom Profile 2-43 on all children


	(1) To identify PBIS systems or strategies to put in place; to increase the number of children in Tier I and reduce the number of children in Tier II and III. (2) To identify children who may need more intensive support.  Form 2-43 goes to CM, AS, ED/Disability Specialist, MHC
	Social Emotional Classroom Profile 2-43
	Completed 30 days after children begin class and within 30 days for all newly enrolled

	CM, AS, Ed/disability specialist, MHC  review 2-20 Preschool Behavior Support Self Assessment and  2-43 SE Classroom Profile  to support high needs classroom and to give feedback through strengths based guidance/coaching
	Assessment and monitoring Tools used by CM and Admin, MHC to prioritize  support and assistance with children displaying CB
	Preschool Behavior Support Self Assessment 2-20; SE Classroom Profile 2-43
	Review 14 days after submission  

	MHC may complete Scale for Teachers’ Assessment of Routines Engagement (STARE) When there is a lack of child engagement regardless of Tier levels. 
	To determine if children are engaged and to help increase engagement in the classroom 
	Scale for Teachers’ Assessment of Routines Engagement (Form 6-8)
	Optional as needed or requested


	Action
	Purpose/Guidance 
	Item
	Timeline

	MHC assists with completion of ASQ: SE when possible and will review all ASQ: SE screens when scores are in the monitoring range and referral areas (gray and black) when not present for screening.  Children displaying CB should be prioritized for completion of ASQ-SE
	To start identifying children and families who could benefit from mental health services in the SE domain or need possible referral to ECSE, and to start the referral process 
	ASQ: SE
	Within 45 days of enrollment or sooner for children displaying CB

	MHC attends a Family Fun Night and provide a mental health activity
	Provide MH Support to the families enrolled in Head Start and to continue building the relationship
	Family Fun Night planning
	Once or more during the SY

	Tier II  and Tier III Supports
	
	
	

	Teacher completes 2-46 Pre-Referral Checklist for CB (PRCCB) when a child’s behavior continues to be a concern after strategies have been tried.  A copy is sent to CM, AS, Ed/disability Specialist, MHC and ECSE Specialist when child is on an IFSP.

(Note): Two weeks of Behavior Tracking forms need to be completed before filling out  (PRCCB)
	To identify children who may need more intensive services and supports from AS, ED/Disability Specialist, MHC or other community resources and to ensure strategies have been implemented to promote social and emotional needs of all children.  
	Pre-Referral Checklist for CB 2-46
	As needed for children needing more intensive supports

	Head Start staff will work with family to obtain Form 6-9 Parent Permission for Mental Health Observation and Classroom Planning from families of children when a classroom concern has been identified.   
	To get informed consent from parent and to enable the MHC to do individual observation and participate in individual planning. Complete Form 6-9 when doing Pre-Referral requesting individual observation/planning from MHC
	Parent Permission for Mental Health Observation 6-9 and Pre-Referral Checklist for CB 2-46
	Before requesting individual observation by MHC for classroom planning

	Head Start staff obtain a Release of Information 3-7 from parent when child is receiving counseling from MH agency and it is felt that information sharing would benefit the child for classroom planning or with counseling. 
	To get informed consent from parent and to enable the MH counselor and teachers to share information with each other for classroom planning and counseling purposes
	Release of Information 3-7
	When it is determined that information sharing is beneficial

	AS, Ed/disability specialist, including MHC and ECSE specialist if child is on an IFSP review Form 2-46 Pre-referral Checklist for CB and inform each other what individual action
	To inform the AS, Ed/disability specialist, MHC and ECSE specialist of children who have been pre-referred and may need additional support from the team and to help
	Pre-referral Checklist for CB 2-46
	Review forms and make a plan within two weeks after a Pre-Referral form is received


	Action
	Purpose/Guidance 
	Item
	Timeline

	(cont.) each will take i.e. observation, meet with DST or teachers, make recommendations to the DST, provide PBIS support, do a training with staff, recommend strategies, decide who might take lead
	coordinate a plan for supporting the center and decide what additional resources may be needed
	
	

	CM will ensure a safety plan is in place when behavior could or does result in injury to anyone (see Exclusion and Expulsion Policy Guidance 

2-50a)   
	To insure children with moderate to severe challenging behaviors are  safe along with others in the classroom 
	Safety Plan on Staffing Form 
5-11
	After first incident of  behavior that is dangerous and could or  results in injury 

	Teacher sends home ‘My Teacher Wants to Know’ (Form 2-40) for parent to complete or complete with the parent at meeting when 2-34 Support Plan is being considered or completed
	To help teaching staff better understand child and behavior at home and possible setting events and get input for home/school strategies from the parent(s)
	My Teacher Wants to Know (Form 2-40)
	Before or when completing Support Plan 2-34

	MHC gives teacher completed Form 6-10a Letter to Parent Tier II and Tier III, inviting parent to attend join meeting to develop Form 2-34 Support Planning Chart and Support Plan after coordinating dates/times with teacher
	To invite the parent to a meeting to develop strategies for home and school on Form 2-34 Support Plan along with teacher and MHC
	Letter to Parent Tier II & III (Form 

6-10a)
	Before Support Planning Meeting

	Teacher or MHC (if available), ECSE staff if child is receiving ECSE services meet to review Form 2-34 Support Planning Chart and develop a Support Plan. MHC or ECSE service coordinator can give input for plan without attending meeting 
	To develop strategies to help child develop school readiness skills at home and school
	Form 2-34 Support Planning Chart
	Complete as soon as the need for a Support Plan has been identified

	Teachers and MHC complete Form 2-31a Behavior Tracking or  2-31b Classroom Behavior Tracking for individual children  on Support/Behavior Plans
	Teachers complete weekly and MHC completes monthly to determine whether the frequency and duration of behaviors is increasing or decreasing and to determine the effectiveness of the Support Plan.  
	Behavior Tracking 2-31a or Classroom Behavior Tracking 2-31b
	Teachers complete weekly/MHC completes monthly 

	Teachers and MHC complete Mod 3B Evaluating the Support Plan Form 2-45 for children on a Support/Behavior Plan
	To identify whether child is making progress on goals, or to make changes in the Support Plan
	Mod 3B Evaluating the Support Plan 2-45
	4-6 weeks after  2-34 Support Plan has been completed




	Action
	Purpose/Guidance 
	Item
	Timeline

	CM’s complete form 2-38 Support and Behavior Plan Tracking Sheets
	To determine the number of children on 2-34 Support Plans or Behavior Plans on IFSP
	2-38 Support and Behavior Plan Tracking Sheets
	May 31st of the SY

	Tier III Supports
	
	
	

	The DST, AS, Ed/disability specialist, or MHC may recommend a functional behavior assessment be completed if child is not progressing and escalates to Tier III from Tier II or is at Tier III on Pyramid Model
	To gather more information and assess children who are not making progress on Support Plans after implementing services with fidelity and monitoring.  FBA may be done earlier for children identified as Tier III on Form 2-43 Social Emotional Classroom Profile
	Functional Behavior Assessment using My Teacher Wants to Know 

(Form 2-40)
	Within 8 -12 weeks of implementation of behavior support plan or sooner if determined by the collaborative team

	 The DST, AS, ED/disability specialist, or MHC may discuss and recommend a child with Tier III behavior be referred to MH or evaluation by NWRESD
	To evaluate whether child has a MH concern or disability that is impacting his education and learning
	ASQ,  ASQ: SE and NWRESD Referral Form 
	After DST staffing

	AS, Ed/disability specialist, and MHC will prioritize children when listed on Social and Emotional Classroom Profile Form 2-43 as Tier III , or after being contacted by the DST with a Pre-Referral Checklist for CB Form 2-46. An observation will be scheduled and shared with all team members


	To ensure resources become available for the classroom to provide one-on-one when Tier III behavior is a safety concern  and when the acquisition of other program and community resources are needed
	Social Emotional Classroom Profile Form 2-43 or  Pre-Referral Checklist for CB Form 2-46
	Two weeks after receiving Form 2-43 or two weeks from the time of being contacted by DST or sooner

	CM will ensure a safety plan is in place if a plan is not already in place or update if needed when behavior could or does result in injury to anyone (see Exclusion and Expulsion Policy Guidance 2-50a)   
	To insure children with moderate to severe challenging behaviors are  safe along with others in the classroom 
	Safety Plan
	After first incident of  behavior that is dangerous and could or  results in injury 

	Teacher will invite parent   including MHC (if available)or ECSE staff if child is receiving ECSE services to review Form 2-34  Support Planning Chart and to help develop a Support Plan 
	To help teaching team develop strategies to help child develop school readiness skills at home and school
	Letter, email invites, or verbal reminders
	Complete as soon as the need for a Support Plan has been identified

	The DST, AS, ED/disability specialist, and MHC may  look at modifications to a child’s schedule by reducing hours in Head Start when it has been determined that it is beneficial to the child’s learning and
	To insure optimum learning and safety for all children
	Staffing Form 5-11 and individual observation
	After individual observations and child staffing is completed by DST, Admin, and consultants when applicable 


	Action
	Purpose/Guidance 
	Item
	Timeline

	(cont.) development or when child safety is a concern
	
	
	

	The DST, AS, ED/disability specialist, and MHC may look at modifications to an alternative service models for a child who has behaviors that are a safety concern to child or others until it is determined by the team that child can safely return to the classroom
	To insure optimal learning and safety for all children
	Staffing Form 5-11 and individual observation
	After individual observations and child staffing is completed by the DST, Admin, and consultants when applicable 

	Other:
	
	
	

	CM with assistance from MHC complete CP7 
	To update the Program Information Report on annual MH services provided to children
	CP 7
	Ongoing during SY as MHC provides services to individual children

	Optional: MHC or other Admin staff may provide reflective supervision with individual teaching staff after Form 1-107 Coaching Agreement is signed by parties consenting to coaching
	Individual staff, teaching teams may participate in monthly self-reflection or  individual/team goals
	Form 1-107 Coaching Agreement 
	As identified for teaching staff during the SY

	Parent requests support from MHC for issues related to a child or the family that are not related to the classroom and MHC or DST feels MHC services would be beneficial to the parent.  CM or admin arranges time for MHC to meet with parent or gives parent/ MHC the contact number to call to arrange a time to meet at Head Start or at another location for one or two visits.
	The purpose is for MHC to help family determine if long term services are needed or whether resources may be available in the community and for the MHC to make referrals as needed.  A Release of Information Form 3-7 must be completed when the MHC is making a referral to another agency when information will be exchanged
	Release of Information Form 3-7.  
	As needed throughout the SY 

	MHC and DST identify staff trainings that the MHC can facilitate for staff and the CM uses information from parent surveys to identify training that MHC may provide to parents
	Training and support for staff and parents
	Identified training from PA’s, classroom needs, and Form 4-9
	As requested during the SY
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